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1.0 Introduction it

* This guide is to illustrate the functions for Purchase Request.
 Example: An internal staff is requesting stock item using the PR

 Summarized:
* Create new PQ
e Transfer to Other Document
 PQApproval



Qc
2.0 Purchase Request (PQ) aecout

* Usually for internal staff request
* Does not deduct stock
* Does not affect accounts
* Able to transfer to:
* Request quotation

+ PO

e Without approval, cannot transfer to other document
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2.1 Purchase Request (PQ) Menu ot

e n

T MOBILE PHONE TRADING 2014 - AutoCount Accounting (Ver: 2.0) (Rev: 103) L — L ¢

File G/L A/R A/P Inquiry Stock Sales Purchase BonusPoint Business Flow General Maintenance Tools GST Window Help

Purchase Request

A olelo Request Quotation ——*

Purchase Order

Goods Received Note

GO to PurChase 9 Purchase Invoice
Cash Purchase
Purchase Request | , btc AR Invoice P
tenance Purchase Return intenange
Cancel Purchase Ord AR AR
ancel Purchase Order ' =
Tt 5 Goods Return () aé \‘)‘f

Purchase Consignment

! Purchase Consignment Return

Multi-Dimensional Purchase Analysis

Monthly Purchase Analysis Report \‘,\"

Purchase Analysis By Document Report

Supplier Price List Report

User ID: ADMIN Trial version with 500 Monday, 20 August, 2018 5:46:39 PM




2.1 Purchase Request (PQ) Menu

* There are few functions from PQ windows
* New, Edit, View, Find, Preview, Print Listing, Delete, Refresh, View Cash Flow

2 purchase Request - MOBILE PHONE TRADING 2014 - AutoCount Accounting (Ver: 2.0) (Rev: 103)
File G/L A/R A/P Inquiry Stock Sales Purchase BonusPoint Business Flow General Maintenance Tools GST Window Help | Report Others

Hint: In this Purchase Request window, you can create, modify, or delete purchase request for your supplier.
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E A - . = . . R Print ® - View
;ﬁ+ New \\-_—_ Edit View ‘ a Find ‘ @ Preview b Print ‘H Listing x Delete ‘ohﬁ'&h‘ ‘ g: Flow :howﬂisg'idat
ag a n header here to group by n
| |Doc. No. | Date v | Description | Requested By | Approval User | cancelled




2.2. Create New Purchase Request (PQ)

To create new PQ

ac

autocount

’ ) e | WX”*GW ’&:

[Tooc. \ [Date + | Description |Requested By | Approval User | Cancelled

[;Click on ‘New’




2.2. Create New Purchase Request (PQ) atocorn!

* Then, the layout as below will prompt:

= B Mew Purchase Request - [Next Possible No: PQ-000001](1) - 'Bx
G o
Home Edit
FI LFI — n -HI —
S=Avn| g 6 E]J B¢ =73
Wy | ET ¢l |42 | pol 4
Save as | Save as Save as | F{I =l Item Search || Show Instant || Copy from other  Copy to a new Check Transferred
Draft | Template | Recurrence || ———— Info Purchase Reguest Purchase Reguest To Status
Save Editing ow Instant. .. Copy Purchase Reguest Transfer Document
Requested By || Purchase Regeust Mo | <<New>> | -
Description | PURCHASE REQUEST Date |27/08/2013 ~
Purchase Location |HQ - Approval User
| | Item Code | Description | Fur... | Location | uom | Qty Creditor Code Creditor Mame
i# 44 4 Record 0ofO b M w4 ,
Proceed Mew P/Q | Save || Save & Preview || Save & Print || Cancel

L >




2.2. Create New Purchase Request (PQ)

o

= H é e New Purchase Request - [Mext Possible No: PQ-000001] = =
1 A
Home Edit
rh. F- — = = =
T | B [+2=Aave| @ | @ @ B £t 5
Save as | Save as Save as [E 2] Item Search || Show Instant || Copy from other  Copy to a new Check Transferred
Draft | Template | Recurrence || ————— Info Purchase Reguest Purchase Reguest To Status
Save Editing how Instant.. . Copy Purchase Reguest Transfer Document

furchase Reqeust No | < <MNew == -

Date 27/08/2018 -

[b. Enter all required information (Requested By, Description) ]

4. # 4. Record 1of 1 ok ke b 4

Approval User
Further Description | Location | uomM | Qty | Creditor Code Creditor Mame
¥ L5 KE300 HQ PCS

[7] Proceed Mew PJQ

| Save || Save & Preview || Save & Print || Cancel

4

autocount
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2.2. Create New Purchase Request (PQ) avfocan

B o e Mew Purchase Request - [Next Possible No: PQ-000001] -Bx
¥
Home Edit
= f— - - -
2 - = = ) e
= ET Ef-‘} e Ser A A = 6 h pall 4
Save as | Save as Save as | i'%i [E]| Item Search || Show Instant || Copy from other  Copy to a new Check Transferred
Draft | Template | Recurrence || ———— Info Purchase Request Purchase Reguest To Status
Save Editing how Instant. .. Copy Purchase Reguest Transfer Document
Requested By | Adam Purchase Regeust Mo | <<MNewz> |~
Description | PURCHASE REQUEST Date | 27/08/2018 -
Purchase Location |HQ - Approval User

Further Description | Location Creditor Code Creditor Mame

c. Enter the item
details
(Iltem Code, Qty)

i 4. 4 Record 1of 1 (k. ke b 4 3

Proceed Mew P/Q | Save || Save & Preview || Save & Print || Cancel

e .
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2.2. Create New Purchase Request (PQ) avfocan

o Mew Purchase Request - [Mext Possible No: PQ-000001] -BXx
o
Home Edit
= = - =iy = -
. 2 ' =+ = iR =
= ET EQ [+ S =AV_ER 0 &} pall 4
Save as | Save as Save as [ 2] Item Search || Show Instant || Copy from other  Copy to a new Chedk Transferred
Draft | Template | Recurrence || == —— Info Purchase Request Purchase Request To Status
Save Editing how Instant.. . Copy Purchase Reguest Transfer Document
Requested By | Adam Purchase Regeust Mo | <<New=> |~
Description | PURCHASE REQUEST Date | 27/08/2018 - X
Purchase Location |HQ - Approval User d . Th e Cred ItO r

Description Further Description | Location |UDM |Qty ICreditorCode Creditor Name | Code and Creditor

% LG KES00 HQ FCS
\Name is optional

4. 44 4. Fecord 1of 1 (k. b M 4 »

Proceed Mew P/Q | Save || Save & Preview || Save &Print || Cancel

“ &




2.2. Create New Purchase Request (PQ)

New Purchase Request - [Next Possible No: PQ-000001]

Home Edit

g E-'_E' E:j. (o S+ - N Ay @ﬂ‘

0O B

v

To Status

Save as | Save as Save as [ 2] Item Search || Show Instant || Copy from other  Copy to a new Chedk Transferred
Draft | Template | Recurrence || == —— Info Purchase Request Purchase Request
Save Editing how Instant.. . Copy Purchase Reguest

Transfer Document

Requested By | Adam Purchase Regeust Mo | <<New=>
Description | PURCHASE REQUEST Date | 27/08/2018

Purchase Location |HQ - Approval User

-

-

Description Further Description | Location | UomM | Qty

Creditor Code Creditor Name

. HQ PCS

e. User can specify to request the item from which Creditor Code / Creditor Name

4. 44 4 Record 1of 1 kbbb, 4

Proceed Mew P/Q

| Save || Sawve & Preview || Sawve & Print || Cancel

4

avtocount



2.2. Create New Purchase Request (PQ)
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aa-. = QU Mew Purchase Request - [Next Possible No: PQ-000001] -Ex
|
9@
Home Edit
= [ - -
— Hal e
L — o 1
| Er | ks |2 =Avie| (i) B 2 =7
Saveas | Save as Save as | .r?ii =] Item Search || Show Instant || Copy from other  Copy to a new Check Transferred
Draft | Template | Recurrence || Info Purchase Request Purchase Request To Status
Save Editing how Instant... Copy Purchase Reguest Transfer Document
Reguested By | Adam Purchase Reqeust No | <<Mewz=> | -
Description | PURCHASE REQUEST Date |27/08/2018 - | f \
Purchase Location | HQ - l Approval User I I I f. Ap p rOva I U Se r

Item Code

Description Further Description | Location

Creditor Code \

B | kEs00 HQ

4.4 4. Record 1of 1 ko ke b 4

ol only updated if
the Created user
has Approval

access right Y,

[ Proceed Mew PJQ

| Save || Sawe & Preview || Save & Print || Cancel




2.3. Approval Access Right

* Access right for approval

Qc
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1. Go to General
Maintenance =2
Access Right
Maintenance

** MOBILE PHONE TRADING 2014 - AutoCount Accounting (Ver: 2.0) (Rev: 103)

File G/L AR A/P Inguiry Stock Sales Purchase Bonus Point Business Flow General Maintenance Teools G5T Window Help

Company Profile
Lzer Maintenance

User Group Maintenance

Access Right Maintenance

User ID: ADMIN

Trial wersion with 500

Set Password

Account Type Maintenance

Area Maintenance

C/M Type Maintenance

Credit Term Maintenance

Creditor Type Maintenance
Currency Maintenance

/M Type Maintenance

Debtor Type Maintenance
Departrnent Maintenance
Docurnent Mumbering Format Maintenance
Footer Maintenance

Journal Type Maintenance

Last Year Balance Maintenance
Payment Method Maintenance
Posting Account Group Maintenance

Price Category Maintenance




2.3. Approval Access Right

-y

avtocount
B

Access right for approval

ii. Then, expand it
up to Approve
Purchase Request

5 Access Rights Maintenance - MOBILE PHONE TRADING 2014 - AutoCount Accounting (Ver: 2.0) (Rev: 103)

File G/L A/R A/P Inquiry S5tock Sales Purchase Bonus Peoint Business Flow General Maintenance Tools GS5T Window Help

W

ﬁ Search ‘ ‘ﬂ Compare @ E}cpmalnd

|D-.=.5cri|:ltior'|

Users & Groups

[

=] AutoCount Accounting
|£J General Ledger
L{} Account Receivable
|£J Account Payable
Ll:} Inwvoicing
|£J Sales
L:J Purchase
L—_J Purchase Request
- Show Purchase Reguest ADMIM, ADMINS, INVMGR,, PURCHASES, User =
- Open Purchase Reguest ADMIM, ADMIMS, INVMGR., PURCHASES, User
- Create Purchase Request ADMIM, ADMIMS, INVMGR., PURCHASES, User
\\ - Edit Purchase Request ADMIM, ADMINS, INVMGR,, PURCHASES, User
\\ . ACpaTEl o iioaen Dogoeaoso
i ! ¢ ADMIN, INVMGR
T BLTOMaC APOTOVE DUTease nequest o AL, TvTmnae
- Delete Purchase Request ADMIM, ADMINS, INVMGR.
- Can Cancel f Uncancel Purchase Request ADMIM, ADMIMS, INVMGR B
- Can Edit Document Mo ADMIM, ADMINS, INVMGR.
- Can Change Document Mo Format ADMIM, ADMIMNS, INVMGR.
- Show Instant Info ADMIM, ADMIMNS, INVMGR., PURCHASES
- Can Edit Items that were transferred ADMIM, ADMIMS, IMVMGR
[#)- Purchase Request Report
LE} Purchase Request Listing Report
: Purchase Reguest Detail Listing Report
|_1-‘] Qutstanding Purchase Reguest Listing Re...
? Outstanding Purchase Request Detail Listi. ..
E} Printed Purchase Reguest
[#] Reguest For Quotation
LT.-J Purchase Order
+_ Goods Received Mote —
]

Set Access Rights

Cancel

Select Al | | Clear all

ACCOUNTS

ADMINS

FIMAMCEMGR.

IMNVMGR

PURCHASES

STOCKS

ADMIN

O|0OE|0O|O) O & Ojg|d




2.3. Approval Access Right
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Access right for approval

File G/L AR A/P

5 Access Rights Maintenance - MOBILE PHONE TRADING 2014 - AutoCount Accounting (Ver: 2.0) (Rev: 103)

Inquiry Stock Sales Purchase Bonus Point Business Flow General Maintenance Tools GST Window Help

W

ﬁ Search ‘ ‘ﬂ Compare @ E}cpmalnd

|D-.=.5cri|:ltior'|

Users & Groups

Goods Received Mote

[

=] AutoCount Accounting
|£J General Ledger
L{} Account Receivable
|£J Account Payable
Ll:} Inwvoicing
|£J Sales
L:J Purchase
L—_J Purchase Request
- Show Purchase Reguest ADMIM, ADMINS, INVMGR,, PURCHASES, User =
- Open Purchase Reguest ADMIM, ADMIMS, INVMGR., PURCHASES, User
- Create Purchase Request ADMIM, ADMIMS, INVMGR., PURCHASES, User
- Edit Purchase Request ADMIM, ADMINS, INVMGR,, PURCHASES, User
{ ADMIN, TNVMGR.
= AUTomauc Approve par 138
- Delete Purchase Request M, ADMIMNS, INVMGR.
- Can Cancel f Uncancel Purchase Ry ADMIM, ADMIMS, INVMGR B
- Can Edit Document Mo ADMIM, ADMINS, INVMGR.
- Can Change D ADMIM, ADMINS, INVMGR.
- Show ADMIM, ADMIMNS, INVMGR., PURCHASES
s \/ s that were transferred ADMIM, ADMIMS, IMVMGR
iii. Now, only ADMIN 2ee Request Report
- Purchase Request Listing Repaort
a n d IVM G R h a S th e : Purchase Reguest Detail Listing Report
. |_1-‘] Qutstanding Purchase Reguest Listing Re...
access rlght ? Outstanding Purchase Request Detail Listi. ..
|4} Printed Purchase Request
[#] Reguest For Quotation
LT.-J Purchase Order
s

Set Access Rights

Apply Cancel

Select Al | | Clear all

ACCOUNTS

ADMINS

FIMAMCEMGR.

IMNVMGR

PURCHASES

SALES

STOCKS

ADMIN

ACTG

O|0OE|0O|O) O & Ojg|d

User




2.4. Example

For example, there are two users create PR;

i. PQ-000001: created by ADMIN (with approval access right)
ii. PQ-000002: created by USER (without approval access right)

™ purchase Request - MOBILE PHONE TRADING 2014 - AutoCount Accounting (Ver: 2.0) (Rev: 103)

File G/L A/R A/P Inquiry Stock Sales Purchase BonusPoint Business Flow General Maintenance Tools GST Window Help | Repert Others

Hint: In this Purchase Request window, you can create, modify, or delete purchase request for your supplier.

R Print -

" Listing “:"Rfﬁem

‘@; -

§E+ New ‘ View ‘%‘ Find ‘@. Preview ‘H Print ‘x Delete

- View
“ Flow

Show
this
agrid at
startup

Drag a column header here to group by that column

USER PQ-000002 13/08/2018 PURCHASE REQUEST  Mark

Created User Doc. Mo. a | Bate Description Reguested By Approval User Cancelled
by ADIMIMN 00000 PURCHASE REQUEST Adam

Qc
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2.4.1 Example 1 autocount

« PQ-000001: created by ADMIN (with approval access right)

[ i. Select the PQ

™ purchase Request - MOBILE PHONE TRADING 2014 - AutoCount Accounting (Ver: 2.0) (Rev: 103) - O x

File G/L A/R A/P Inquiry Stock Sales Purchase BonusPoint Business Flow General Maintenance Tools GST Window Help | Report Others

Hint: In this Purchase Request window, you can create, modify, or delete purchase request for your supplier.

Shaw
= = - ; - — this
BER % , . R Print - View :
:+ Mew ‘ - Edit = View El Find Q Preview b Print | | el ity Delete fJ. Refresh = Fow grid at
startup
< Drag a column header here to group by that column
Created User Description Regquested By Approval User Cancelled

e ADMING | PQ-00000 27/08/2018 PURCHASE REQUEST EAdam E ADMIN

PQ-000002 25/08/2018 PURCHASE REQUEST  Mark




2.4.1 Example 1 @

E Purchase Request - MOBILE PHONE TRADING 2014 - AutoCount Accounting (Ver: 2.0) (Rev: 103) - B X

File G/L A/R A/P Inquiry Stock Sales Purchase BonusPoint Business Flow General Maintenance Tools GST Window Help | Report Others

ii. Click on View L

ST - ~
Shaow
z % : : - View ﬁ"us
:+ Mew — Edit View El Find Q Preview H Print H IJstng x Delete J.REFFESh E- Flow gnd at
startup
N

Created User Doc. Mo. & | Date Description Regquested By Approval User Cancelled
Y ADMIN | PQ-00000 27/08/2018 PURCHASE REQUEST HEBEW

LISER PQ-000002 25/08/2018 PURCHASE REQUEST  Mark




2.4.1 Example 1
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-

O J‘I
Home Edit

@ — 4\\_ o

Bl

Preview  Print Edit Void Delete

View

X O

View Purchase Request - [PQ-000001]

I

P

4> M 9

Show Instant Copy from other  Copy to a new Chedk Transferred
Info Purchase Request Purchase Reguest To Status

how Instant...| [Document Mavigation Copy Purchase Request

Transfer Document

Reguested By | Adam
Description | PURCHASE REQUEST

Purchase Regeust Mo | PO-000001
Date | 27/08/2018

-

iii. Since ADMIN is have the access right for approval, so the

Approval User box is updated automatically

Purchase Location HQ [ Approval Usep | ADMIN ]
Item Code Description | Fur... | Location / | amM | Oty | Creditor Code Creditor Name
3 e O LG KEBOD HQ PCS 1



-~
2.4.2 Example 2 it

i. PQ-000002: created by USER (without approval access right)
* Follow steps (i) to (iii) in 2.5.1 Example 1 to View the approval user

- View Purchase Request - [PQ-000002] - B X

9%

Home Edit

4 e E
V/ @ - %" f‘i x 4 40 M pal @

Approve || Preview Print  Edit Void Delete || Show Instant Copy from other  Copy to anew || Chedk Transferred
Info Purchase Request Purchase Request To Status
Approve View how Instant...| [Document Mavigation Copy Purchase Request Transfer Document
Requested By | Mark Purchase Reqeust Mo | PO-000002
Description | PURCHASE REQUEST Date | 28/08/2018 -~
Purchase Location |HQ
Item Code Description |Fur... |Lm3tinn |Creditor Code Creditor Mame
: O SOMY ERICSSOMN W 2001 == HQ PCS 5

SER don’t have the access right for Approval, so the
Approval User box is not update automatically
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2.5. Transfer to Other Documents autecoun

 PQ can be transfer to;
* Request Quotation (RQ)
e Purchase Order (PO)

 PQwithout approval, cannot be transfer to other documents.



QC
2.5.1. Transfer to Purchase Order (PO) autococn

7 MOBILE PHONE TRADING 2014 - AutoCount Accounting (Ver: 2.0) (Rev: 103) - = -

File G/L A/R AP Inguiry Stock Sales Purchase Bonus Point Business Flow General Maintenance Tools G5T Window Help

Purchase Request

2 Reguest Quotation .

Purchase Order

a. Go to Purchase = Purchase Order =

(Goods Received Mote

Purchase |nvoice
Cash Purchase

Purchase Return

Cancel Purchase Order . @
Goods Return [ ] -

Purchase Consignment

Purchase Consignment Return
$ Multi-Dirmensional Purchase Analysis AR

Monthly Purchase Analysis Report

Purchase Analysis By Document Report
Top/Bottom Purchase Ranking Report
Supplier Price List Report R AR

User ID: ADMIM Trial version with 500 Tuesday, 28 August, 2013 11:56:15FPM




2.5.1. Transfer to Purchase Order (PO)

b. Click on New

Qc
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14/10/2014 | 400-B001 BEST PHO...

Curr. Code | Curr, Rate | Indusive?
MYR :

Sub-Tot... |GST Local GST | Total
: 11,994.00| 11,994.00( 211,5394.00

L
E‘! Pur /rdt—:-r - MOBILE PHOME TRADING 2014 - AutoCount Accounting (Ver: 2.0) (Rev: 103) - B x
File G A/P Inquiry Stock Sales Purchase BonusPoint Business Flow General Maintenance Tools G5T Window Help | Report Others
k
Hint: Il fis Purchase Order window, you can create, modify, or delete purchase order for your supplier.
. | : -
S New ‘ Y= it ‘ View ‘ % Find ‘ Preview ‘ print | | p°_y FPrint ‘ x Delete | | ff 4\ Refresh ‘ ‘ = View s ari
= = B ity - F = Show this grid at
+ a @, = L Listing ) ow startup
Drag a column header here to group by that column
Doc. Mo. Date w | Creditor C... | Creditor N... | Agent Local Total Cancelled

211,894.00




2.5.1. Transfer to Purchase Order (PO) mt

G:‘ H o oee Mew Purchase Crder - [Next Possible No: PO-000003] - MOBILE PHOME TRADING 2014 - AutoCount Accounting (Ver: 2.0) = B X
Home Edit
FI- FI- — e ﬁ —
W k| [+2-Ave| LD B | O | o

Save as | Save as Save as i%;l [E]| Group | Discount | Item Package | Item Search || Show Instant || Copy Purchase Transfer From | | Check Transferred
Draft | Template | Recurrence ||———— Total Info Order ~ Purchase Reguest ﬁ To Status
Save Editing ow Instant. .. Document
Creditor vlﬁ|
Mame P/O Mo | <<Mew=x |v
Address Date | 28/08/27
' . ‘
DERR c. Click on ‘Transfer From Purchase Request
Purchase Agent
Ship Via |
Branch - Ship Info
Purchase Location |HQ -

Item Code | Description ... | Location | Dept. ... | Prai. ... |UOM | Qty |UnitPr...|Discount |SubTo13I |GST... |GST... |GST |To13|(exj |Tu13|i:|nq} |

Purchase Order



2.5.1. Transfer to Purchase Order (PO) qsf

* Transfer from Purchase Request S

’J Partial Item Transfer |
|

Check Al | UnCheck Al |  Filter On This Creditor | Filter OnThisDocNo | [ Show All Ttem
— N
v | Mew Qty | Mew UOM | Bal, Qty |Bal. UOM | Org Qty | Org UOM | Creditor C... | Company M... | Doc Mo Itemn Code | Description
> PQ-000001

d. Supposed there are two document for PQ
created earlier, but here only shows PQ-000001

M. A Record 1of 1 ok ke 4 [

[#] Transfer Document Information  [¥] Merge Detail Item oK | | Cancel !




2.5.1. Transfer to Purchase Order (PO)

In order to make PQ appearing in transfer options, the APPROVAL is needed.

# Transfer from Purchase Request

Partial Item Transfer

| [l chow all Ttem

i: Mew Qty | Mew UOM | Bal. Qty [Bal. UOM | QOrg Qty | Org UCM | Creditor C... | Company M... | Doc Mo
>

PQ-000001

Itern Code

Description

M. A Record 1of 1 ok ke b 4

Transfer Document Information Merge Detail Item

Qc
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2.6. Purchase Request (PQ) Approval Cfx)f

* To approve the PQ, go back to the PQ listing, and view the document.

™ purchase Request - MOBILE PHONE TRADING 2014 - AutoCount Accounting (Ver: 2.0) (Rev: 103) - B X

File G/L AR A/P Inquiry Stock Sales Purchase Bonus Point Business Flow General Maintenance Tools G5T Window Help | Report Others

Hint: In this Purchase Request window, you can create, modify, or delete purchase request for your supplier.

Shaow
= = - : - — this
=+ % . == . . R Print - View :
:+ Mew ‘ —  Edit B View El Find @ Preview || [l Print | | o Listing Delete le Refresh ® How arid at
startup
Drag a column header here to group by that column
Created User | Doc. Mo. - | Date | Description | Reguested By | Approval User | Cancelled |
ADMIN PQ-000001 2708 2018 PURCHASE REQUEST  Adam ADMIN

a. Select the PQ-000002 ]




2.6. Purchase Request (PQ) Approval

To approve the PQ, go back to the PQ listing, and view the document.

™ purchase Request - MOBILE PHONE TRADING 2014 - AutoCount Accounting (Ver: 2.0) (Rev: 103) - B X

Hint: In this Purchase Request window, you c

b. Click on View

File G/L AR A/P Inquiry Stock Sales Purchase Bonus Point Business Flow General Maintenance Tools G5T Window Help | Report Others

equest for your supplier.

Buos

128/08/2018

PURCHASE REQUEST

{ //4 Show
= = - : - — this
BER % , == . . R Print - View _
:+ Mew ‘ — Edit E View El Find @ Preview || [l Print | | o Listing Delete le Refresh ® How arid at
startup
 {
Drag a column header here to group by that column
Created User | Doc. Mo. - | Date | Description | Reguested By | Approval User | Cancelled |
ADMIN PQ-000001 2708 2018 PURCHASE REQUEST  Adam ADMIN

e E R

Qc

avtocount




Qc

2.6. Purchase Request (PQ) Approval avtocourt
c. To approve the PR, need to click on ‘Approve’ button.
" - View Purchase Request - [PQ-000002] x :

v S = : e X (i eyl 3 gl:

4

Approve || Breview Print  Edit Void Delete || Show Instant Copy from other  Copy to a new Ched: Transferred
Info Purchase Request Purchase Request To Status
Approve View how Instant. . .| [Document Navigation Copy Purchase Request Transfer Document
Requested By | Mark Purchase Regeust Mo | FO-000002
Description | PURCHASE REQUEST Date | 28/08/2018 ~
Purchase Location |HQ Approval User
Item Code Description Fur... | Location oM Oty Creditor Code Creditor Name

* SOMNY ERICSS0M W200I == HQ PCS




2.6. Purchase Request (PQ) Approval qsf

:Oj View Purchase Request - [PQ-000002](1) =B
J —
Home Edit

/ @H%ﬂx o 4 4 0 M| E; H;qf': %

K'-

Approve || Preview  Print Edit Void Delete ||Show Instant Copy from other  Copy to a new Chedk Transferred
Info Purchase Reguest Purchase Reguest To Status
Approve View how Instant...| |Document Mavigation Copy Purchase Reguest Transfer Document
Requested By | Mark Purchase Regeust Mo |PO-000002 |
Description |PURCHASE REQUEST Date |28/08/2018 -
Purchase Location |HQ - Approval User
Itern Code Description Fur... | Location amM Qty | Creditor Code Creditor Mame
» SOMNY ERICSS0OM W 2001 == HOQ PCS 5
AutoCount Accounting x

. Do you really want to approve Purchase Reguest PQ-000002 ¢
d. Click on Yes. ]\ 0

\ e
A e i |




2.6. Purchase Request (PQ) Approval

-

et
™
!O J"l

Home Edit

Q% 2 X 0

Preview Print Edit Void Delete || Show Instant
Info

Wiew how Instant...

View Purchase Request - [FQ-000002](1)

Eo e =
PO P
44> D - 9
Copy from other  Copy to a new Ched: Transferred
Purchase Request Purchase Request To Status
Document Navigation Copy Purchase Reguest Transfer Document

Reguested By
Description | PURCHASE REQUEST
Purchase Location |HQ

Purchase Regeust Mo |PO-000002

Date | 28/08/2018

-

Approval User AEJMIN

|Fur...

Location

N

Creditor Code

Creditor Mame

Itemn Code Description
> SOMY ERICSSON W200I

HQ

e. Then, the Approval User box is updated.

Qc

avtocount



2.7. Transfer From Purchase Request (PQ) avfocon

* Then, can go back to create new PO (follow steps in 2.5.1. (a) to (c) ) and use Transfer from
Purchase Request functions.

O—-. = JURC; Mew Purchase Order - [Next Possible Mo: PO-000003] - MOBILE FHOMNE TRADING 2014 - AutoCount Accounting (Ver: 2.0) = B X
. y,

Home Edit

3| o | By ([#2=Avnm m <« O

Save as | Save as Saveas ||| [E]| Group | Discount | Item Package | Item Search || Show Instant || Copy Purchase || Transfer From ;
Draft | Template | Recurrence = Total Infa Order - Purchase Request
Save Editing how Instant... =
| — a. Click on Transfer From
Creditar - | @
Mame PO Mo | <<MNew:> - PurChase ReqUESt
Address Date | 23/03/2013 -
Credit Term -
Purchase Agent -
Ship Via -
Branch - Ship Infa
Purchase Location | HQ -

| |Item Code | Description | |Lm3tiun |DE|:lt. |ij. |L.IDI'~'1 |Qt5-' |L.Ir1it Pr... |Dismunt |SubTo13I |GST... |GST... |GST |Tu13| (ex) |Tu13| {inc) |




Qc

2.7. Transfer From Purchase Request (PQ) autocount

#* Transfer from Purchase Request = 8

Partial Item Transfer |

| CheckAl | UnCheckAl | Filter On This Creditor Fiter On This DocNo | [] Show All Ttem

r‘ oo |Mew Qty | Mew UOM | Bal, Qty |Bal. UOM |Qrg Qty | Org UOM | Creditor C... | Company M... | Doc Mo Item Code | Description

PQ-000002 SOMY ERICSSON W2001
[' @ PCS 1,00 PCS 1 PCS PQ-00000_ LG300 LG KES00

b. Now, both document is
appeared, and ready to
transfer to PO
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2.8. Manual Approval Purchase Request (PQ) ka

* By default, certain user / user group will have access right to ‘Automatically Approve’ the PQ
* If user does not wish to automatically approve the PQ, then just need to remove the access right from user

malntenance File G/L A/R A/P Inquiry Stock Sales Purchase General Maintenance Tools Window Help

Steps:
i. Goto General Maintenance

‘ EE'l Search a Compare Exilalnd

Description | Users & Groups | |

9 ACCESS Rig ht Ma i ntena nce =) AutoCount Accounting - Set Access Rights
.o [+ General Ledger
ii. Expand up to Purchase SiEE
Request, and highlight the i ?:EZ;:;PMME | sekctal | | Clearal
“Automatic Approve Purchase i | [ _Accons
» A i
Re q ue St (=) Purchase Request 1 M
. . “ ” - Show Purchase Request ADMINS, INVMGR, PURCHASES = ¥ INVMGR
1. Th en, u ntic k ADMINS fr‘o m -+ Open Purchase Request ADMINS, INVMGR,, PURCHASES PURCHASES
. - Create Purchase Reguest ADMINS, INVMGR., PURCHASES
the Access Ri g hts record - Edit Purchase Request ADMINS, INVMGR, PURCHASES zi.lg-,ECSKS
. . - \iew Purchase Reques ' '
IV- U Se r fro m A D M I N S g ro u p WI I I i r:ve F‘urd1:seqRetuest :E:i:; i:::zi e :?lIGN

i INVMER
n 0 I O n ge r a p p rove t h e P Q - Delete Purchase Reqguest ADMINS, INVMGE.
au to m at i ca I Iy afte r th is . - Can Cancel [ Uncancel Purchase Request  ADMINS, INVMGR.
- Can Edit Document Mo ADMINS, INVMGR.
- Can Change Document Mo Farmat ADMINS, INVMGR
- Show Instant Info ADMINS, INVMGR,, PURCHASES
- Can Edit Items that were transferred ADMINS, INVMGR

[E3 Purchase Request Report

+1. Pirrhass Reanect | ictina Banart
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